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Cl ass Specifications
for the C asses:

VENDOR MANAGEMENT SPECI ALI ST (WQ) [Il & 1V
[ VENDOR MGMT SPCLT (WC) [T & 1V]

Series Definition:

This series includes positions responsible for planning,
devel opi ng and i npl ementi ng statew de vendor nanagenent services
for the Wonen, Infants and Children (WC) program food delivery
systens, in accordance with pertinent federal and State rules,
regul ati ons, policies and procedures.

The WC food delivery systens provide suppl enenta
nutritional food itens to qualified individuals by issuing a food
instrunment (e.g., food check) that may be redeened for specified
food products with participating vendors.

The work involves interpreting federal rules, regul ations,
policies and procedures; devel oping and reconmendi ng policies and
procedures for the WC State Plan; nonitoring participating
vendors (e.g., conducting on-site overt visits) to ensure
conpliance with program policies and procedures, and identifying
hi gh-ri sk vendors; conducting conpliance investigations (e.g.,
conducting on-site undercover visits, and review ng WC purchase
records and other data for detection of fraud or abuse);
reviewi ng and eval uating vendor applications to determ ne
eligibility to act as an authorized vendor; conducting training
sessions for participating vendors and WC clinic staff;
devel opi ng and updating training materials; providing technical
assi stance to vendors and clinic personnel; and responding to
conplaints fromclinic personnel and clients on vendor fraud and
abuse.

Personal contacts are significant and invol ve training
i ndi vidual s and | arge groups of vendor personnel (e.g., cashiers,
store managers, and market executives) and WC clinic personnel;
conducting on-site visits; and answering daily phone calls for
requests for technical assistance and respondi ng conpl ai nts.

Level Distinctions:

Level 111: This level reflects responsibility for assisting
t he higher Tevel specialist with devel opi ng and updati ng segnents
or units of training materials and pertinent State policies and
procedures for the WC State Plan covering vendor managenent
services for the food delivery systens; review ng vendor site
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visit reports, investigating vendors for nonconpliance, and
recommendi ng acti on based on findings; managi ng vendor conpliance
cases; preparing vendor conpliance cases for adm nistrative
hearings; and preparing correspondence and required federal and
State reports. The work al so invol ves conducting training
sessions for participating vendors and WC clinic staff on
program policies and procedures; conducting vendor on-site overt
and covert visits to ensure conpliance with program policies and
procedures; review ng vendor applications for eligibility and
maki ng recommendati ons for program participation; providing
techni cal assistance to vendors and WC clinic personnel; and
responding to conplaints by clinic personnel and clients.

Level 1V: This level reflects responsibility for overseeing
t he Vendor Managenent Unit and devel opi ng, inplenmenting and
eval uati ng vendor managenent services. The work involves al
aspects of the vendor managenment services program including
devel opi ng policies and procedures for the WC State Pl an
covering vendor activities and managenent; conducting training
sessions; nonitoring vendors; evaluating potential vendors for
program participation; handling conplex investigations involving
hi gh-ri sk vendors and possi bl e program viol ati ons and abuse; and
overseeing the work of a small staff of |ower |evel professional
and clerical positions.

Ful | Performance Knowl edge and Abilities: (Know edge and
abilities required for full performance in these classes.)

Know edge of: Federal rules and regul ations pertaining to
W C food delivery systens; WC State Plan covering vendor
activities and nmanagenent services; research nethods and
t echni ques; and problem sol ving; and report witing.

Level IV: In addition, this |level requires know edge of
principles and practices of supervision.

Ability to: Assist with planning, devel oping, inplenenting
and eval uati ng statew de vendor nanagenent services; interpret
rul es and regul ations pertaining to the WC food delivery
systens; devel op and recommend policies and procedures; gather,
anal yze and eval uate data and make recommendati ons based on
facts; devel op and maintain vendor manual s, panphlets, and other
training materials; train vendors and WC clinic personnel in
policies and procedures; nonitor and eval uate vendors for
conpliance with pertinent rules, regulations, policies and
procedures; identify and resolve problens; prepare witten
reports; and comuni cate effectively both orally and in witing.
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Level IV: In addition, this level requires the ability to
pl an, develop, inplenent and eval uate statew de vendor nanagenent

servi ces; and supervise the work of others.

Exanpl es of Duties: (Positions may not be assigned all of the
duties li1sted, nor do the exanpl es necessarily include all of the
duties that nmay be assigned. This does not preclude the
assignment of duties which are not listed.)

1. Assi st with/plan, develop, inplenment and eval uate statew de
vendor managenent services for the WC program food delivery
syst ens.

2. Interpret federal rules and regul ations pertaining to the

W C program food delivery systenms to incorporate in the WC
State Plan; and devel op and recomrend policies and
pr ocedur es.

3. Maintain WC State Pl an sections concerning vendor
activities and managenent, including vendor selection,
trai ni ng, education and eval uation; food package issuance;
redenption of food instrunent; investigative conpliance
buys; and investigation of vendor fraud and abuse.

4. Revi ew USDA approved food packages and detail options for
food package types, food quantities, varieties, and cost.

5. Devel op and coordi nate food delivery procedures with program
support specialists and personnel in direct service WC
clinics on outreach initiatives to clients and staff
regarding the food instrunent and its use.

6. Revi ew vendor evaluation reports and other reports; and take
action to inplenent established sanctions against identified
food vendors for violations and fraud, as necessary.

7. Reconmend to supervisor renewal s, suspension or termnation
of existing food vendor authorization to ensure conpliance
wi th established federal and State guidelines.

8. Prepare vendor conpliance cases for adm nistrative hearings.

9. Testify in court cases involving food vendor violations.

10. Conduct regul ar announced and unannounced overt on-site
vendor nmonitoring visits to eval uate performance; and
respond in witing to vendor on findings.

11. Performcovert conpliance buys, review vendor site visit
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reports conpleted by clinic staff, and identify possible
vendor nonconpl i ance.

12. Conduct training sessions for participating food vendors and
clinic personnel on pertinent rules, regul ations, policies
and procedures.

13. Devel op and update food vendor manuals, video, panphlets,
and other training materials.

14. Prepare correspondence and oral and witten reports of
activities as required by federal and State agenci es.

15. Respond to questionnaires and surveys from other public and
private agencies regardi ng vendor managenent services.

16. Provide technical assistance to food vendors and clinic
personnel on WC food delivery systens rules, regul ations,
pol i ci es and procedures.

17. Review food vendor applications and determne eligibility
for participation in food delivery services.

18. Maintain vendor denographics, conpliance information, and
data on training sessions.

19. In addition, the Level 1V position may supervise a snal
staff of |ower |evel professional and clerical positions.

This is the first specification for the new class VENDOR
MANAGEMENT SPECI ALI ST (WC) 111 [VENDOR MGV SPCLT (WCQC) I11];
and a change intitle for the class Vendor Managenent Speci ali st
(WC) to VENDOR MANAGEMENT SPECI ALI ST (WC) |V [ VENDOR MGMTI SPCLT
(WO 1V], and an amendnent to the specification which was
approved on Cctober 2, 1997.

Ef fective Date: June 27, 2002

DATE APPROVED: 6/27/02 /s/ Dawn M Young
DAVI S K. YOG
Director of Human Resources Devel oprent




